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City of San Jose
EXECUTI VE ANALYST | (U) (1631)
CLASS PURPOSE

Under general supervision, perforns professional |evel admnistrative work of
noderate difficulty in executing prograns and projects for the City Manager in
areas such as enpl oyee prograns and cerenoni al activities. May supervise
support staff. Perforns related work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor do the exanples cover all the duties which may be perforned.)

Confers with staff in various Gty departnents on administrative
matters and coordi nates responses to questions and concerns for the Cty
Manager .

Participates in deternmning training needs and arranging for training
progranms for Manager's Ofice staff.

Participates in budget administration and assists in council |iaison
functions.

Coordi nates cityw de enpl oyee recognition and suggestion award
prograns, and provides staff support to related commmittees or comm ssions.

May supervise and give direction to support staff and assist in
training | ess experienced professional and other staff in methods and
procedures of work as assigned.

Gat hers, organi zes and evaluates data related to specific issues,
progranms or projects and perforns other administrative functions as assi gned.

DI STI NGUI SHI NG CHARACTERI STI CS

An incunbent of this class reports to the City Manager or designee and
perfornms admnistrative functions involving sensitive issues as well as broad
know edge of the City as a whole. This class differs fromall other
generalized staff functions in the City Service in that an incunbent of this
cl ass conducts noderately conpl ex adm nistrative assignnments for the Gty
Manager. This class differs fromthat of Executive Assistant Il (U in that
an incunbent of the latter perforns, under direction, admnistrative and
anal ytic work of considerable difficulty.

QUALI FI CI ATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of city governmental processes, administrative procedures and
general managenent policies.

Knowl edge of nobdern principles of organization, adm nistration and
managenent .
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M ni mum Know edges, Skills and Abilities (Continued

Know edge of report witing techniques and the principles of editing.



Knowl edge of basic general research techniques and their application

Ability to apply principles of public adm nistration to problens and
devel op wor kabl e sol uti ons.

Ability to express oneself clearly and concisely, both orally and in
witing.

Ability to exericise independent judgenent and initiative regarding
adm ni strative matters.

Ability to handl e sensitive and confidential information.

Ability to understand, interpret and apply instructions, rules and
regul ati ons.

Ability to establish and naintain effective working relations with
ot hers.

Conpet ency Know edges, Skills and Abilities

Know edge of city government's function and probl ens.

Ability to assist the general public and City enployees regarding Cty
procedures and prograns.

Ability to collect, conmpile, analyze and interpret data.

Trai ni ng and Experience
Any comnbi nation of training and experience equivalent to successfu
conpl etion of a Baccal aureate Degree froman accredited college or university

in business or public adm nistration or a closely related field or four years
as a Staff Technician with the City of San Jose.
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